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POLI CY

Past policy allowed organi zations within DHFS to send receipts directly
to the State Treasury in order to process revenues into the general fund
as quickly as possible for inproved cash nanagenent. The deposit

i nformati on was keyed into both FVM5 (via a DVB-141) and W SVART (via an
ST-1). The ST-1 was keyed into the RODE system by DOA, and then
translated and interfaced into WSMART. DOA has elimnated the RCDE
system therefore, the deposit voucher information will be keyed
directly into WSMART. In order to acconplish this, all deposits are to
be forwarded to the Bureau of Fiscal Services, not the State Treasurer's
Ofice effective for all deposits initiated on or after Cctober 14,

1996.

PROCEDURES
A sanmple set of fornms for deposits is attached.

1. Preparation of Deposit Voucher DM5-141. (See Attachment 1) Each
organi zation will prepare a Form DV5-141 with one |ine of coding.

A separate DM5-141 needs to be prepared for cash deposits vs
checks bei ng deposited because of restrictions in W SVART.

Appropriation will always be 975.
Account class will always be 499990.

Center will be the appropriate Sublevel 1 and Sublevel 2 for the
organi zati on, project 000, R' A 001. For exanple, Mendota Mental
Health Institution has a Sublevel 1 of 21 and Subl evel 2 of O01l.

Therefore, the center code woul d be 2101000001.

The organi zation preparing the DV5-141 will be required to prepare
deposit tickets as shown in the attached comuni cations fromthe State
Treasurer. (See Attachment 2) Endorsenent is limted to 1% inches on
the trailing edge of the reverse side of the check.
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Assign and enter a deposit voucher nunber

The signature and phone nunber of person preparing the DVG-141 is
required as well as the Division/lInstitution Approval

The journal voucher nunber prepared to clear the entry to
Appropriation 975 should be witten in the Coments/ Notation
Section and in Description 1 of the Deposit Voucher.

2. Preparation of Journal Voucher DV5- 122

Each organi zation will prepare a Form DV5-122 as shown (See
Attachnent 3) to allocate the anobunt previously charged to
Appropriation 975 on the Deposit Voucher to those codes that
actually reflect the transaction

The deposit voucher nunber that is being cleared should be
referenced in the Comment s/ Notations Section of the journa

voucher clearing the Appropriation 975 entry. The deposit voucher
nunber nust also be entered in the Description 1 field of the line
debi ting Appropriation 975

3. The Deposit Voucher, deposit ticket(s), funds to be deposited, the
journal voucher, and all supporting docunmentation required by the
respective BFS Lead Accountant should be submitted together to the
BFS CASH ER in the Bureau of Fiscal Services. These docunents are to
be mailed or hand carried to the Bureau of Fiscal Services. These
are not to be sent through inter-departnmental mail. In no situations
are deposits to be left on a vacant desk. |If the BFS CASH ER i s not
avai l able to accept the deposit, contact the appropriate BFS Lead
Accountant or their Assistant. The deposit shall be secured in BFS
at all tines.

4. Bureau of Fiscal Services actions upon receipt:

The Deposit anobunt will be verified to the deposit voucher by the
BFS Cashi er

The BFS Cashier will key a CR transaction directly into W SVMART
and apply the first |evel approval

The BFS Cashier will attach a screen print of the approved CR
transaction to the DV5-144 and forward the deposit voucher
journal voucher, and any supporting documentation to the
appropriate BFS Lead Account ant.

The BFS Cashier will attach a screen print of the approved CR
transaction to the funds to be deposited and deposit ticket, and
forward to the State Treasurer's Ofice in the next courier
delivery.
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The Lead Accountant will review the WSMART CR transaction on the
suspense file to verify that the docunent has had the final
approval applied by the State Treasurer’s Ofice. The |ead
accountant will then submt the deposit voucher and journal
voucher to the BFS Processing Section for keying into FNS.

5. If, as in the case of |ockbox deposits, the State Treasury initiates
the deposit by keying the transaction into WSMART directly, the
appropriate BFS Lead Account or their Assistant will prepare the
DVB- 141, attach a screen print of the WSMART transaction, and
forward the DV5-141 directly to the BFS Processing Section for keying
into FM5.

6. There is no change fromcurrent procedures for payroll deposits.

ATTACHVENTS

1 Deposit Voucher (DV5-141) Exanple

2 Ofice of State Treasurer, Instructions for Departnental Deposits
3 Jour nal Voucher (DVB-122) Exanple

REFERENCES

Wsconsin Statutes s. 20.906
CASH AND CHECK HANDLI NG 1.0 ( Handling of Cash Receipts)

CONTACT PERSCON

Your Lead Accountant in the Bureau of Fiscal Services.
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DEPARTHENT OF

WEALTI & SOCIAL SERVICLS

Divigion of Management Services
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ATTACHMENT 2 Memora ndum

Office of State Treasurer
101 E. Wilson, 5th Floor
Madizon, Wl 83702

Phone: (808) 266-1714

Fax: {608) 288-2847

DATE: October 1, 1996
TO: Depositing Depariments
RE: Departmental Deposits

In order to make balancing deposits easier for both the bank and the Treasurer's
Office, attached are instructions on how deposits should ba packaged and
identified. ;

The deposits you make (cash, checks, etc.) must EQUAL the Cash Reoeipt
Document total being entered in WISMART.  We would appreciate your special
aftention to this balancing procsdure so that the time spent in recongiling
deposits ¢can be reduced.

With the conversion to WISMART a few years ago, it Is now necessary to
segregate cash and checks in separate deposits. WISMART recognizes the fact
that there are two (2 )distinct banks involved In the process, Cash is deposited
at Firstar Bank, Madison, and checks are couriered to Firstar Bank, Milwaukee
for processing.

For a check depasit do the following:

1. Totalthe checks and prepare a tape or a Check Packet Identification slip
for the batch. All checks should be properly endorsed as indicated on the
attachments. Additionally, the endorsement information shouid ba stamped on
the bottom of the adding machine taps or Check Packet ID slip. The State of
Wisconsin makes hundreds of deposits a day and itis imperative that this
identifying information remain with the check deposit.

2. Prepare a Cash Receipt Document in WISMART., Following your
WiSMART instructions, the Document ID number for a check deposit should
begin with CR(agy)CK(ORGN@. For a check deposit, the Bank Account Code
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should be ‘01", Be sure the document is properly aedited and that the agency
approvais are applied. Make a screen print of the first page of the document,

3. Complste a deposit ticket. Write the CR Document Number in the space
indicated on the depasit ticket. -

The standard deposit ticket is a 4-ply document,

Coples 1 & 2 {white and bius) are attached to checks
being senttothe  bank. White copy Is for the bank
and the blug copy is validated as received by the
bank and returned to Treasury.

Copy 3 (pink) should be attached to the CR screen
print and is used by Treasury to post depasit records,
itis heid in a pending file umtil receipt of validated
blue copy ia received from bank.

Copy 4 (yellow) is retained by depositing department
as part of their records.

4, Each deposit should be banded and piaced In an individual plastic bag
with the adding machine tape on top of the checks and the deposit ticket clearly
visible. The CR screen print and the pink copy of the deposit ticket should
accompany the deposif, but should NOT be inside the plastic bag.

Deposit tickets and plasﬁc bags are available at the Treasurer's Office.

For a CASH deposit;

Complete a Cash Receipt document in WISMART. Following your WISMART
instructions the Dacument ID number should begin with CR(agy)CH(ORGN).
For a CASH deposit, the Bank Account Code should be '02°. Make sure the
document is propetly edited and that the agency level approvals are applied,
Make a screen print of the document and deliver it together with the cash to the
State Treasurer's Office. DO NOT prepare a deposit ticket for a cash deposit.
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Samples of Properly Identified Deposits

Chock Deposit Deposit of Packet Containing
Checks of Like Denomination
g+ ¢
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Samples of Properly Completed Deposit Tickets
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| ll' FIRST WISCONSIN - MILWAUKEE

August 1, 1088

Fyw t T 1]

Recently Congress enacted a law. called the Expadited Fuynds
Availability Act, which afiects us as a financial institution and you
as our customer. Beginning Sentembher 1. _198R, Al banks and their
customers will be rquired to comply with provisions of the Aot
which spacify the lacation of indorsements on checks that are
deposited t0 your commercial business accouni(s),

The mandatory check indorsement standards state that the 1 /2
inch area starting at the “traifing edge” of a check is regerved for
your indorsement and any indorsemant of your customers. The
limited space aflowed by the Act for your indorsement may require
you lo obtain smaller indorsement stamps and/or modify automated
indorsaments from either cash registers or othar equipment used to
apply indorsaments, .

The middie area of the check (1 1/2 inches on a persanal size check
ar 3 1/2 inches on a business size check) is raserved for the *bank of
first deposit.® It is required that this area NOT contain any pre-
printed, stamped, or handwritten customer information or other
notations. Failure to leave this area blank could result in delays on
checks that are retumed by your customers’ bank. Should this ocour,
losses associated with delays caused by unreadable bank
indorsements will be the responsibility of the depositor.

On the reverse side of this announcement is a drawing of both a
parsonal and businass size check, which Hllustrates the new
indorsement standards. Should you have any guestions, or require
assistance, please contact your First Wisgonsin account officer.

FIRST WINLONGIN NATIGNAL RANE OF suc\Wanwif **% EAST WIS DT0m AVENILE AL AL FE S TNYIH B 1
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DEPAATMENT OF HEALTH & SOCIAL SERVICES ,4 T7TACHMENT T STATE OF WISCONSIN
Divislon of Manag?gmenl Services
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